State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Assistant (G) 0652-1441-006 50000760 1
APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION
Vacant DMS/DSO/Imaging & Records Mgmt Unit
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Theresa Oakley, Acting Records Mgmt Analyst Il (Supervisory)

APPROVED BY (Personnel Analyst's Name) DATE

Patrice Yang 04/03/09

P eg_c;j%rg of Activity

POSITION SUMMARY

Under close supervision of the Chief, Imaging and Records Management Unit, perform mail and
document handling tasks for the Department of Water Resources and various other activities of
assigned organization within the Department.

ESSENTIAL FUNCTIONS

The incumbent is expected to work cooperatively with others; maintain regular, consistent,
predictable attendance; possess integrity, initiative, dependability, and good judgment. The
specific essential duties are:

45% Deliver mail letters and packages to various departmental locations and to other state agencies
(Central District, Bryte Office, Construction Office, Safety of Dams, State Personnel Board, State
Board of controllers, State Treasurers Office, State Library, and the State Legislative Bill Room)
driving a state vehicle and utilizing the mail delivery schedule consistent with the Department
Administrative Manual and the State Administrative Manual. These duties may include but not be
limited to:

-Sorting and delivering material.

-Assemble material for delivery to other locations in Sacramento area.

-Load and unload mail into and out of vehicle and drive an established mail route.

-Pick up and deliver mail (Registered, Certified, and Express Mail) at the United States Postal Office.
-Special trips as required (bid openings, etc.)

40% Perform mail messenger duties by utilizing the current mail list, sorting mail and other material to
mail cart for delivery and pickup to assigned offices and floors in accordance with Department mail
delivery procedures. These duties may include but are not limited to:

-Sort material addressed to DWR personnel to sorter rack for pickup and delivery to various File
-Stations on other floors and outgoing mail.

-Sorting mail and other material to mail cart and keeping mail cart folders current.

-Delivering material to offices on assigned floors and pickup material to be processed.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Theresa Oakley >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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ESSENTIAL DUTIES (continued)
5% Provide support to the central scanning unit in batching, scanning, and electronic delivery of
incoming mail. These may include but are not limited to:
-Opening, sorting, and preparing/batching document for imaging.
-Create completed batches by identifying documents by business unit or function, document type,
and form type.
-Scan batched documents
5% Assist in sorting, labeling, assembling, folding, and stuffing outgoing distribution mail for assigned
mailing lists.
5% Provide minor maintenance on state vehicle through regular car wash, obtaining fuel, and

maintenance checks at the maintenance yard in West Sacramento in accordance with Department
transportation policy.

May be involved in rotation within the Imaging and Records Management Unit
to provide overall coverage in all areas of the Unit.

WORK ENVIRONMENT
Exposure to weather, exposure to loud noises, exposure to daily traffic and road conditions, driving
state vehicles, exposure to fueling station.

KNOWLEDGE, SKILLS, AND ABILITIES

General knowledge of vehicle condition; traffic and driving safety skills and rules; familiarity with
address and street locations within the Greater Sacramento area; ability to meet scheduled delivery
and pickup times; and provide excellent customer service.

PERSONAL CONTACTS
Other staff within the Department; Post Office employees when picking up mail; and have authority
to return or open mail letters and packages.

PHYSICAL AND MENTAL REQUIREMENTS

Ability to be on feet for long periods of time; strength to move packages and mailbags of up to 40
pounds; utilizing manual flatbeds and hand trucks; and driving for several hours throughout the
day.

ADDITIONAL REQUIREMENTS
Valid California Driver's License; current Defensive Driver's Training - every 4 years; and
authorization to access Department of Motor Vehicles driving record.

SPECIAL PERSONAL CHARACTERISTICS
Good driving record; willingness and ability to interact with others in a professional and courteous
manner.
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	activity: POSITION SUMMARY
Under close supervision of the Chief, Imaging and Records Management Unit, perform mail and document handling tasks for the Department of Water Resources and various other activities of assigned organization within the Department.

ESSENTIAL FUNCTIONS
The incumbent is expected to work cooperatively with others; maintain regular, consistent, predictable attendance; possess integrity, initiative, dependability, and good judgment.  The specific essential duties are:

Deliver mail letters and packages to various departmental locations and to other state agencies (Central District, Bryte Office, Construction Office, Safety of Dams, State Personnel Board, State Board of controllers, State Treasurers Office, State Library, and the State Legislative Bill Room) driving a state vehicle and utilizing the mail delivery schedule consistent with the Department Administrative Manual and the State Administrative Manual. These duties may include but not be limited to:
-Sorting and delivering material.
-Assemble material for delivery to other locations in Sacramento area.
-Load and unload mail into and out of vehicle and drive an established mail route.
-Pick up and deliver mail (Registered, Certified, and Express Mail) at the United States Postal Office.
-Special trips as required (bid openings, etc.)

Perform mail messenger duties by utilizing the current mail list, sorting mail and other material to mail cart for delivery and pickup to assigned offices and floors in accordance with Department mail delivery procedures. These duties may include but are not limited to:
-Sort material addressed to DWR personnel to sorter rack for pickup and delivery to various File -Stations on other floors and outgoing mail.
-Sorting mail and other material to mail cart and keeping mail cart folders current.
-Delivering material to offices on assigned floors and pickup material to be processed.
	classification: Office Assistant (G)
	appointee: Vacant
	dwr position number: 0652-1441-006
	sap personnel no: 
	sap position number: 50000760
	division: DMS/DSO/Imaging & Records Mgmt Unit
	mcr: 1
	percent 2: 
5%
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	activity2: ESSENTIAL DUTIES (continued)
Provide support to the central scanning unit in batching, scanning, and electronic delivery of incoming mail.  These may include but are not limited to:
-Opening, sorting, and preparing/batching document for imaging.
-Create completed batches by identifying documents by business unit or function, document type, and form type.
-Scan batched documents

Assist in sorting, labeling, assembling, folding, and stuffing outgoing distribution mail for assigned mailing lists.

Provide minor maintenance on state vehicle through regular car wash, obtaining fuel, and maintenance checks at the maintenance yard in West Sacramento in accordance with Department transportation policy.

May be involved in rotation within the Imaging and Records Management Unit 
to provide overall coverage in all areas of the Unit.

WORK ENVIRONMENT
Exposure to weather, exposure to loud noises, exposure to daily traffic and road conditions, driving state vehicles, exposure to fueling station.

KNOWLEDGE, SKILLS, AND ABILITIES
General knowledge of vehicle condition; traffic and driving safety skills and rules; familiarity with address and street locations within the Greater Sacramento area; ability to meet scheduled delivery and pickup times; and provide excellent customer service.

PERSONAL CONTACTS
Other staff within the Department; Post Office employees when picking up mail; and have authority to return or open mail letters and packages.

PHYSICAL AND MENTAL REQUIREMENTS
Ability to be on feet for long periods of time; strength to move packages and mailbags of up to 40 pounds; utilizing manual flatbeds and hand trucks; and driving for several hours throughout the day.

ADDITIONAL REQUIREMENTS
Valid California Driver's License; current Defensive Driver's Training - every 4 years; and authorization to access Department of Motor Vehicles driving record.

SPECIAL PERSONAL CHARACTERISTICS
Good driving record; willingness and ability to interact with others in a professional and courteous manner.
	supervisor name: Theresa Oakley
	employee name: 


